Defense Finance and Accounting Service (DFAYS)
Web Invoicing System (WInS)
User Manual
Volume 7 (CAPYS)

Version 2.1
October 4, 2001



Table of Contents

I O 1Y V= S 1
The Defense Finance and Accounting Service (DFAS) ... 1
DFASWED INVOICING ...ttt sttt se st sse s sesse e ssesse e sessesessns 1
An Overview of the DFAS Web Invoicing System (WINS) ... 1
Computerized Accounts Payable System (CAPS) ..o 3
Getting Started With the DFAS Web Invoicing System (WINS) ......ccocovreveiniennicnerenenns 4
Using the DFAS Web Invoicing System (WINS) ... 7
Security in DFAS Web Invoicing System (WINS) ... 8
Mandatory, Optional, and Conditional Data Fields...........cccverrireinienrreeee e 8
Defined Data Field Types and Lengtis........cccerereininereesese e 8
Selection List Data SeleCtion FIEldS.........cooiiiirierese e 8
ONINE USES HEID <.ttt sttt st 9
ol o] N L= o O 9
SYSEEM WAIMNINGS ...ttt ettt ettt e e s e st et s be st e st sbe e esenean 9

2.  DFASWaeb Invoicing System (WINS) HOme Page........cccoovirinrenensere s 10
DFASWInS Home Page Field DEfINItIONS..........cccoereererireneeses e 10
The Login, New Account, and HElP BULLONS..........ccoeoiirrineireneceee e 11

3. WInS Computer System Security NOICE SCIreeN.......cccovvrerererireere e 12

4.  New Account Request FOrm SCrEeN ... 13
The MOCAS, SAMMS, STARS, CAPS, IAPS, and DISMS Payment System Selection
(01 1S 012 010 S ST 14
New Account Request Form Screen Field Definitions...........ccocoeveeveinieneicneneseseeenes 14
The Continue and GO BaCK BULLONS...........ccoeiriirerieieneses e 15
THe SUDMIT BUTON ...ttt ettt 16
The CAGE Code Add, Clear, and Go Back BULIONS...........ccoceereneinirneseeneecseeeas 17
The DUNS Code Add, Clear, and Go Back BULtONS...........ccocerrerecinineneeeeeeseeeea 17
TNE OK BUITON......eeiieeiisie ettt sttt et et b et et s be e ene e 18

5. WInSInvoice Entry Warning Notification SCreen .........ccoveeriveenensiesesesesee e 19

6. WInSPayment System PiCKIISt SCreen ... s 20
The MOCAS, SAMMS, STARS, CAPS, IAPS, and DISMS Buttons............ccceceeveiveeenen. 20
The Vendor Profile and EXit SyStem BUTONS..........ccooiirrineienenecneses e 21



10.

11.

12.

13.

VeNAOr INTFOrMALTON SCEOON ...ttt e e e e eee e e e e e e e e e eneeeeeeanneaeeeaenneeeeeannnens 22

Vendor Information Screen Field DefiNitioNS ..o 23
The Update, Reset, and GO Back BULIONS...........cooiriirinreeerese e 24
VIBW/EGIT LINKS ...ttt sttt sttt 24
TNE OK BUITON......ceiieeeiesiecete ettt ettt sttt e st et b et e e s be e ene e 25
Additional Payment System ACCESS REQUESES.........coourereriererererere e 25
CAPS INVOICE HEAUEN SCIEEN ...ttt ettt 26
CAPS Invoice Header Screen Field DefinitioNS........cccooeveirereneneieneneeese e 27
The Continue, Clear, and Help BULTONS .........cooiiiieee e 28
The View Log and EXit System BULLONS..........coorireinennes s 28
CAPS INVOICE DELAIIS SCIEN ...ttt 29
CAPS Invoice Details Screen Field Definitions..........cocooeererreneierene e 29
The More Products, Add, Clear, Help, and Edit Header Buttons............cccccceveveivceeenen. 30
The Submit Invoice and Cancel INVOICe BULLONS...........ccoeireiireriecreeeseeese e 30
CAPS Invoice Submission Confirmation SCreeN........coererriererne e 31
TNE OK BUTON......ceiieeeieie ettt sttt sttt e st et b et e e s be e ese et 31
CAPSVIBW L OJ ..ttt sttt st st et e st sesbe e beseenessenenneneas 32
VIEW LOQ DEta SOMING......ceriieeerieiriesieese sttt ses s sae e e ste e seseesesseesseseas 33
Vendor Pay INquiry SYStem (VPIS) ..o 33
VIEW LOQ INVOICE IMBEIIX ...ttt ettt 33
= 0 S @ 0] 11 o] o OSSR 34
[0 (1 @] U] o1 o [OOSR 36
[INVOICE NO. COIUMN....c.eiiiii ettt se et b e s e 36
(D= (=X @0 113 1o SRS 36
(D L L @ 0] 1F [ o] o ISR 36
The Help and GO BaCK BUILONS..........ccoeiriieerieresie st 36
CAPS Submitted INVOICE DELAilS SCreeN ......c.coieeeieeree e 37
Click Here ToO REUIN TINK ..o 38
CAPS View/Modify INVOICE HEAAE! SCrEeN ......oovceieereee e 39
CAPS Invoice Header Field DefiNitioNS...........ccovireirineireeee e 40
The Update, Clear, and HElP BULTONS..........cccoiririeicnereees e 40



Table 1:
Table 2:
Table 3:
Table4:
Table5:
Table6:
Table7:

List of Tables

Future DFAS Web Invoicing System (WInS) Capabilities.........ccccoveveiereienenncnnnn. 3
CAPS PaymMent OffiCES......coiiireirersese ettt 4
DFASWInSHome Page Field DefiNitioNS........cooorerreneinenseres e 11
New Account Request Form Screen Field Definitions........c.coevvecneneienenenenieen, 14
Vendor Information Screen Field Definitions..........ccoeeveerineienenrenecesesee e 23
CAPS Invoice Header Screen Field Definitions........ccccoerereneienennienesesesie e 27
CAPSInvoice Details Screen Field Definitions.........cccouverenrienennensesesesesee s 29



List of Figures

Figure 1: DFAS Web Invoicing System (WInS) Technical Diagram........ccccceeeveeenenncnnncnnene 2
Figure 2: Microsoft Internet EXplorer SEtiNgS......ocoierireieneirese e 5
FigUure 3: NELSCAPE SEITINGS. . ..o ittt ettt ae e es 6
Figure 4: Example of a CAPS Commercial I nvoice Header JavaScript Alert Message......... 9
Figure5: DFASWeb Invoicing System (WInS) Home Page.........cccoooverineeneineneeseneeens 10
Figure 6: WInS Computer System Security NOLICE SCIreen .......cocevvereiereneieseesese e 12
Figure 7: New Account REqQUESE FOrM SCIEEN.......cccoiiiireerese e 13
Figure 8: Vendor CAGE Code/ DUNS Code SeleCtion SCreen ........cocceeereeneneneneeieseenenenens 16
Figure9: Vendor CAGE Code RegiStration SCIeN .........cccvereerenirerereresee s 17
Figure 10: Vendor DUNS Code RegiStration SCreen........cooeveerenieerecresee e 17
Figure 11: Account REQUESE OK SCIEEN ..ottt 18
Figure 12: WIinSInvoice Entry Notification Warning SCreen.........coeevevenennieneiesenesenens 19
Figure 13: WInS Payment System PickliSt SCreen ... 20
Figure 14: Vendor INformation SCrEEN........cooo et 22
Figure 15: Vendor Information Update Submission OK SCreen.........cccoeveerernenieicsenenenens 25
Figure 16: CAPSINVOICE HEAAE! SCIrEEN........ccoeeeeeesie et 26
Figure 17: CAPSINVOICE DELAIl SCrEeN .....c.ooviieeieeeeeese et 29
Figure 18: CAPS Invoice Submission Confirmation SCreen ........cccceveeereneienenesiesiesesesesenens 31
FIQUIre 19: CAPSVIBW LOJ.....ciiiieeiieieiesiees ettt st ae s st be e e e 32
Figure20: CAPSLog LegendCAPSLOGLEJENT ..o 34
Figure 21: CAPS Submitted INvoice DetailS SCreen.........ooeeenerreseee e 37
Figure 22: CAPS View/Modify INnvoice Header SCreen... ... 39



1. OVERVIEW

The Defense Finance and Accounting Service (DFAS)

The Defense Finance and Accounting Service (DFAYS) is the financial and accounting branch of the
U.S. Department of Defense (DoD). DFAS currently employs approximately 22,000 peoplein 22
locations. Its monthly business operations average over 12 million disbursements amounting to $22
billion.

In addition to managing all DoD financial and accounting resources, the DFAS mission is to reduce
costs and improve the quality of DoD financia management through the consolidation,
standardization, and integration of procedures, operations, and systems. DFAS isunder federal
mandate to reduce costs and improve customer service through the use of electronic commerce. A
key component of the DFAS electronic commerce strategy is to replace paper invoices and
vouchers with electronic invoices and vouchers.

DFAS Web Invoicing

Electronic submission of invoices and vouchers requires the use of electronic datainterchange
(EDI), the computer-to-computer exchange of routine business information in a standard format.
EDI isthe equivalent of paper documents when doing business with the DoD. Vendors using EDI
for invoicing, benefit from: reduced processing time, reduced supply and postage expense, fewer
errors and omissions, increased data accessibility, and reduced submission/payment cycle time.

Using EDI, however, has typically required costly investments in translation software and the
services of avalue-added network (VAN). Concurrent Technologies Corporation (CTC) was tasked
with developing a cost effective EDI solution to enable small to medium-sized enterprises (SMEs)
to submit electronic invoices/vouchers to DFAS.

CTC has developed invoice/voucher entry applications, forming the whole of WInS (Web Invoicing
System). This system is easily accessed through the World Wide Web.

An Overview of the DFAS Web Invoicing System (WInS)

To access the DFAS Web Invoicing System (WInS), an Internet Service Provider (1SP) and Internet
client software (a“ browser” ) arerequired. Once online, avendor inputs the DFAS web address
(https://ecweb.dfas.mil) into their browser to access the DFAS Web site. The vendor enters
invoice/voucher information into the screens provided, then submits the invoice/voucher to DFAS.

All processes related to EDI translation and conversion are transparent to the vendor. Additionally,
al EDI translations and conversions use security layers that protect ones sensitive financia and
personal information from third party tampering.
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Figure1: DFAS Web Invoicing System (WInS) Technical Diagram

DFASWInSis administered for DFAS by the Air Force Electronic Commerce Office at Maxwell
Air Force Base — Gunter Annex, Montgomery, Alabama. Contact can be made at (334) 416-3587
or (334) 416-5845 or by email to ecwebadmin@gunter.af.mil.

Presently, DFAS WInS supports the Mechanization of Contract Administration Services (MOCAYS),
Standard Automated Materiel Management System (SAMMS), Standard A ccounting and Reporting
System (STARS), Computerized Accounts Payable System (CAPS) payment systems, Integrated
Accounts Payable System (IAPS), and Defense Integrated Subsistence Management System
(DISMS). Thelong-term goal of DFAS is to incorporate this technology into additional payment
systems and additional invoice types. Table 1 (page 3) depicts the future DFAS WInS capabilities.



TABLE 1: FUTURE DFASWEB INVOICING SYSTEM (WINS) CAPABILITIES

PAYMENT ESTIMATED
SYSTEM IMPLEMENTATION DATE
Automated Voucher Examination 2nd Quarter CY02
and Disbursement System
(AVEDS)

Computerized Accounts Payable System (CAPS)

The Computerized Accounts Payable System (CAPS) pays invoices for the Army. Table 2 (page 4)
contains DFAS paying offices that currently use CAPS as their payment system. Vendors currently
doing business with one of these paying offices are qualified to use DFAS WInS.



TABLE 2: CAPSPAYMENT OFFICES

CAPS CONTRACT CAPS PAYMENT
ISSUING ACTIVITY OFFICE
DoDAAC
Network OPS/DNO HQO0105
DEF. AGENCY FIN SERV HQO0347
LAWTON/FT. SILL HQO300
ROME HQO0302
ROCK ISLAND HQO0303
ST. LOUIS HQO0304
SEASIDE HQO0305
LEXINGTON HQO0335
NORFOLK HQO0348
ORLANDO HQO0301
KANSAS CITY M67443
SAN ANTONIO HQO0345
DFAS-CO-TLCO HQO0131

Getting Started With the DFAS Web Invoicing System (WInS)
The following outline describes the preliminary steps for using DFAS WInS.

Prerequisites. A vendor must:

1.

2.
3.
4

Have a current contract with the DoD.

Have delivered products or servicesto the DoD that require payment.

Conduct business with a DFAS paying office that has WInS templates.

Have a computer with amodem. Mostly any computer sold today far exceeds the minimum
requirements to effectively operate DFAS WInS; more powerful and faster computers and
modems, however, will enhance system performance. For questions regarding computer
requirements, contact Concurrent Technologies Corporation (CTC) at 814-269-2618 for
assistance or the WInS System Administrators at (334-416-3587 or 5845).



5. Have abrowser that is JavaScript capable. DFAS recommends using Netscape Navigator
versions 4.61 or 4.75 or Microsoft Internet Explorer 5.0 and above for WInS.

If using Microsoft Internet Explorer, it isimportant to do the following to ensure correct use of the
system. From IE, select Tools - Internet Options. Select the General Tab. Then select Settings.
Here, make sure that 1E will check for newer versions of stored pages on every visit to the page.
Click the radio button next to this option and be sure to select OK to save the changes. The Settings
menu is shown in the following figure. Note: The settings for your browser may be different. Only
make the change explained above.

Settings X

"Ei Check for newer versions of stored pages:
& Evenyvisitto the page:

 Ewvery fime you start Intemet Explorer
© Automatically
" Hewver

Temporary Intermet files foldar
Current location: CAWINMTProfiles’,

Amount of disk space to use:

- | | 634 ™8

I T I I T I R T B B R}

Move Folder.. ViewFiles.. |  ViewObjecss.. |

0K I Cancel |

Figure 2: Microsoft Internet Explorer Settings



If using Netscape, it is important to do the following to ensure correct use of the system. From
Netscape, select Edit - Preferences. Select the Advanced Category. Then select Cache. Here,
make sure that Netscape will compare document in cache to document on network every timea
document isloaded. Check the radio button next to Every time and be sureto select OK to save the
changes. The Cache menu is shown in the following figure. Note: The settings for your browser
may be different. Only make the change explained above.

Category:
B Appearance Cache Designate the size of the cache
i Fonts
‘.. Calors
= l&ilavigatclr The cache is used to keep local copies of frequently accessed documents
Languages and thus reduce time connected to the network. The Reload buttan will
- Applications always compare the cache document to the network and show the most
L. Smart Browsing recent ane.
- Mail & MNewsgroups . |
- Roaming Access Memary Cache: |1024 KBytes Clear tdemory Cache
#- Composer : ; |
: 7EBD
& Offline Disk Cache: | KBytes Clear Disk Cache
- Advanced : = -
h Disk Cache Eolder: IC.'\,Pngram Files\MNetscapetUsers
- Cache -
Proxies Choose Folder... |
o BrnatlUpdate

Document in cache is compared to document on network:

 Qnce per session

]9 I Cancel Help

Figure 3: Netscape Settings

6. Have knowledge of the Internet and its use.

Restrictions: A vendor may not use this application for:

1. Invoices, vouchers, or Progress pay requests that must be signed by aDoD Certifier. For
instance, where the Administrative Contracting Officer (ACO) or other DoD officia physically
must sign the invoice or voucher prior to submission to DFAS. Examplesinclude DD250s
where the ACO certifies for payment the invoice associated with the DD250.

2. Also, Vouchers (SF 1034) cannot be submitted until the vendor’ s billing system is approved by
the Defense Contract Audit Agency (DCAA) for direct submission of interim vouchers to
DFAS. Even with approval, first and last vouchers for anew contract, or new delivery order on



an existing contract, cannot be submitted viaWInS. DCAA requires these first and last
vouchers be processed through your DCAA Field Office.

3. Invoices or vouchers may not be submitted that include transportation costs of $190.00 or
greater for MOCAS and $250.00 or greater for SAMMS.

Procedures:

Step 1. Accessthe DFAS WInS Web site (https.//ecweb.dfas.mil) to:

a. View WInS startup information, testing procedures, and sample invoice and voucher
application screen layouts, and download DFAS WInS User Manuals. This startup/test
information is accessed by clicking the Help Button on the WInS Home Page (Section

2, page 10).

b. Obtain ausername and password by establishing a New User Account using the New
Account Request Form Screen (Section 4, page 13) accessed from the New Account
Button on the WInS Home Page (Section 2, page 10). The DFAS WInS System
Administrator will send you a Username and password via email generally within two
business days.

Step 2: Contact DFAS WInS testers as identified in Step 1(a) and begin testing.

Step 3: On completion of successful testing, enter and submit invoices, vouchers and/or
progress payment requests to DFAS. Paper copies of invoices and vouchers are no
longer required by the paying office(s).

Using the DFAS Web Invoicing System (WInS)

DFAS WInS uses standard database management systems and Web browser features that facilitate
datainput and navigation through the system. Theseinclude:

Keyboard data entry

Defined datafield types and lengths

Field to field and screen-to-screen mouse navigation

Populated select list data fields

Online user help

Error messages (JavaScript Alerts) for incomplete or incorrect data

Batch data upload. Batch submission is amethod of extracting invoice/voucher data from the
user’ s billing system automatically and converting it into an ASCII text file. Thisrelievesthe
user from manual data entry through the Web site, yet still provides the same tracking status
enjoyed by manual entry users. Batch upload is now available for MOCAS Commercid
Invoices, MOCAS Public Vouchers, SAMMS Commercial Invoices, and STARS Commercial
Invoices.



All users should understand these capabilities prior to using the system.

Note: Although textual information (e.g., apha characters) used by the DFAS WInS manual data entry templates
is not case sensitive, it is preferred that you enter alphabetic charactersin UPPER CASE to ensure integrity in
interpretation. New Account Registration and Vendor Profile updates should be entered in mixed case (e.g., 123
Main Street)

Security in DFAS Web Invoicing System (WInS)

The primary security mechanism for DFAS WInS is vendor authentication. Vendor authentication
requires that you input avalid user identification code (username) and password. Once established,
the unique username and password combination prevents unauthorized parties from viewing or
tampering with confidential vendor information. Once the username and password are entered at
login, DFAS WInS checks for the validity of this information prior to displaying each screen, or
Web page. This prevents unauthorized users from circumventing the login screen and gaining
access to the system.

In addition, DFAS WInS Web servers reside in a secure physical location that restricts access to
unauthorized personnel. System backup and recovery procedures and mechanisms are in place to
ensure the safety and integrity of information, should a system failure occur. WInS also uses
browser encryption capability using Secure Socket Layer (SSL) encryption technology.

Mandatory, Optional, and Conditional Data Fields

Each datafield in DFAS WInS s categorized as mandatory, optional, or conditional. Mandatory
fields on any screen must be completed with appropriate data prior to continuing to a subsequent
screen. Failureto complete al mandatory fields will result in JavaScript Alert messages (see Figure
4, page 9). Optional fields may be completed at your discretion. Conditional fields must only be
completed if your contract requires the information; otherwise, these fields are treated as optional.

Defined Data Field Types and Lengths

Each datafield in DFAS WInS has a defined type and length. The type of field determines what
datathe field may contain; e.g., anumeric field may only contain numeric data -- alpha characters
are not allowable. The length of any data field on a screen can be determined by reviewing the data
dictionary table corresponding to that screen. Although the on-screen appearance of some data
entry fields may appear to accommodate more data than what is defined in the data dictionary for
that field, the system will not allow the field to be completely filled. Failureto complete all
mandatory fields with the appropriate type and length of datawill result in a JavaScript Alert (see
Figure 4, page 9). Each WInS Application Screen has a Help Button, which calls a data definition
table that explains each screen’ s data entry field requirements.

Selection List Data Selection Fields

Certain datafieldsin DFAS WInS provide dropdown selection lists. These data fields can be
identified by the Down Arrow Button that appears to the immediate right of the datafield, which,
when clicked on, accesses the dropdown list.



Online User Help

Many of the screensin DFAS WInS contain context-sensitive user help. The help can be accessed
by clicking on the Help Button for that screen.

JavaScript Alert

A JavaScript Alert is a message that reports an error condition when mandatory information on a
screen is not provided or when mandatory, conditional, or optional datais incorrectly entered.
Figure 4, page 9 depicts an example of aWInS JavaScript Alert. This adert isfor the CAPS
Commercial Invoice Header Screen.

THE FOLLOWING CHANGES NEED TO BE MADE

*PLEASE ENTER A CONTRACT NUMBER (PIIN)
*PLEASE ENTER AN INVOICE NUMBER
*PLEASE ENTER A TOTAL AMOUNT.

*PLEASE ENTER THE ADMIN OFFICE CODE
*PLEASE SPECIFY A PAYMENT OFFICE

Figure 4: Example of a CAPS Commercial I nvoice Header JavaScript Alert Message

The JavaScript Alert indicates the data fields that require user attention. The JavaScript Alert can
be closed by clicking on the OK Button.

System Warnings

The DFAS WInS warns you about various inconsistent conditions that exist in your input data. For
example, awarning message appears when a system-calculated total does not correspond to a
user-entered total. Warning messages can be closed by clicking on the OK Button.



2. DFAS WEB INVOICING SYSTEM (WINS) HOME PAGE

Theinitial screen in DFAS WInSisthe DFAS Web Invoicing System (WInS) Home Page. To
access the system, avalid username and password must be entered, followed by a single click on the
L ogin Button. Before accessing any of the invoice templates, a username and password request
must be submitted to DFAS by clicking on the New Account Button and completing the New
Account Request For m screens (Section 4, page 13). The DFASWInS System Administrator will
provide you with your username and password viaemail, usually within two business days. DFAS
recommends that you immediately change your password upon successfully logging into WInSin
the Vendor Information Screen (Section 7, page 22). After recelving your username and
password, you must initiate testing with DFAS for each invoice type you wish to submit before you
may submit live invoices. Test instructions and test partners may be found by clicking on the Help
Button on this screen.

Al Defense Finance and Accounting Service
Weh Invoicing System (WInS)

This site iz hosted by the Defense Finance and Accounting Service Electronic Commerce
Office and iz intended to provide vendors an electronic means of submitting invoices.
DFAS Win3 meets the federal government's overall goal to streamline information flow
while increasing speed and quality.

Click on the Help Button to access "WIns startup and test procedures.

Username: Itecolote
Password: I****

T8, Gowerntnent Computer Systemn Security Motice

WIins version 3.7

DEAS Home

Send e-mail comments to: diana buttreyi@dfas. mil

Figure 5: DFASWeb Invoicing System (WInS) Home Page

DFAS WInS Home Page Field Definitions

The data dictionary for each field on the DFAS WInS Home Page is listed in Table 3, page 11.
Mandatory fields must be completed, optional fields may be completed at your discretion, and
conditional fields must only be completed if your contract requires the information; otherwise, those
fields are treated as optional.

10



TABLE 3: DFASWINSHOME PAGE FIELD DEFINITIONS

FIELD B somes |REsamEn | e
Username Identifies a unique user DFAS Mandatory Alphanumeric
Password Access code that coincides with DFAS, Mandatory Alphanumeric

username Vendor
The Login, New Account, and Help Buttons
m The L ogin Button allows you to access the commercial invoice, public

voucher, and progress pay submission capabilities of DFASWInS. A
username and password are required to use these capabilities. Clicking on the
L ogin Button directs you to the WInS Payment System Picklist Screen
(Section 6, page 20).

S TheNew Account Button allows afirst-time user to register with DFAS for
access to one or more available payment systems. Clicking on the New
Account Button directs you to the New Account Request Form Screen
(Section 4, page 13). A username and password are not required to access the
New Account Request Form Screen. Vendor changes to registration
information, to include requests for access to additional payment systems are
made using the Vendor I nformation Screen (Section 7, page 22) NOT by
submitting an additional New Account Request Form.

| Help | The Help Button directs you to the WInS startup information, testing
procedures, sample invoice, voucher and progress payment application screen
layouts, and the Users Manuals.

The Version Number may be clicked to display awrite-up of the significant changes incorporated
with the two most recent releases beginning with the current release.

Also accessible from the DFAS WInS Home Page are the U.S. Gover nment Computer System
Security Notice (Section 3, page 12), the DFAS Home Page (http://www.dfas.mil), and an email
address to the DFAS Electronic Commerce Office.

11




3. WINS COMPUTER SYSTEM SECURITY NOTICE SCREEN

Defense Finance and Accounting Service
Web Invoicing System (WInS$)

Offictal T3, Government system matntained by the Defense Finance and
Accounting
Service Electronic Commerce Office for authorized use only. Do not discuss, enter
transfer, process, or transtmit classified/sensitive national securtty mformation
of greater sensitivity than that for which thiz system iz authotized. TTse of this
systetn constitites consent to securtty testing and monttoring. Tnauthonzed use
could result in criminal prosecution.

DFAS Home | ¥YIns Login Page

Send e-mail comments to: diana.buttreyigdfas. mil

Figure 6: WInS Computer System Security Notice Screen
This screen presents you with three interfaces:
(1) DFAS Home Page: Directs you to the DFAS Home Page (URL: http://www.dfas.mil).
(2) WINnS Login Page: Directs you to the DFAS WInS Home Page.

(3) Email address to the DFAS Electronic Commerce Office.

12



4. NEW ACCOUNT REQUEST FORM SCREEN

The New Account Request Form Screen, accessed by clicking on the New Account Button
(Figure 7, page 13), allows you to enter general information—a* vendor profile’ —about your
organization and requests access to at least one of the identified DFAS Payment Systems. Please
select only payment systems for which you have currently active contracts. An exception to thisis
the STARS Payment System. You may request access if you have had active contracts within the
preceding six months. DFAS uses this information to create a vendor profile for testing purposes
and for live invoice, voucher, and progress payment submission. You will be sent your username
and password via email usually within two business days of submitting your New Account Request
registration.

REGISTER FOR THE SYSTEMS YOU WISH TO INVOICE

M WMOCAS M SanmIs I STARS M CAPS I IAPS M DIShIS

Click on Payment Svstem for Payment Offices for the system

NEW ACCOUNT REQUEST FORM

*Comp any IMatme |

“First ame |

“Last Iame |

*Ca,ge Code I—

“Duns/Duns+4 Code |

*Address] |
|

Lddress2

*

City I

" State [Select One — =]
"Country [United States =]
"Zip Code [

"Phone Number I

Fax Mumber |

*

Ermail f

Interested in batch subrmission? INU_;I

TACOM WEE_EC direct vendor delivery user? lﬂ

* How did you discover WinS7? | (Select One) =]

"Field is required
" Fieid is reguired for STARS, TAPS and CTAFPE but is aptional for athars.
You may enter more Cage codes after you click continue

You may enter more Duns codes after you click continue

[ Coninuo [l Go oac |

Figure 7: New Account Request Form Screen
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The MOCAS, SAMMS, STARS, CAPS, IAPS, and DISMS Payment System Selection
Checkboxes

The MOCAS, SAMMS, STARS, CAPS, |APS, and DISM S Payment System Selection
Checkboxes allow you to register for one or more payment systems. Simply select the checkbox
for each applicable payment system(s).

Clicking on a payment system link displays the system’ s payment offices. Again, only select
payment systems for which you have active contracts. If, in the future, you are awarded contracts
paid by other DFAS payment systems with WInS templates, you may request access to the new
payment system(s) by updating your profile through the Vendor | nfor mation Screen (Section 7,
page 22). Data Fields identified by asterisks are mandatory and must be provided before WInS will
accept the new account registration.

New Account Request Form Screen Field Definitions
Table 4 below, lists the data dictionary for each field on the New Account Request Form Scr een.
Mandatory fields must be completed, optional fields may be completed at your discretion, and

conditional fields must only be completed if your contract requires the information; otherwise, those
fields are treated as optional.

TABLE 4: NEW ACCOUNT REQUEST FORM SCREEN FIELD DEFINITIONS

FIELD DEFINITION DA DA PIELE)
SOURCE REQUIREMENT TYPE
Company Company name Vendor Mandatory Alphanumeric
Name
First Name Vendor POC Vendor Mandatory Alphanumeric
Last Name Vendor POC Vendor Mandatory Alphanumeric
CAGE Code Commercial and DLIS Mandatory 5 characters,
Government Entity Code Alphanumeric
(No letter ‘O’)
DUNS/DUNS | DUNS Code (Required for Vendor Conditional 9 or 13 digit
+4 Code STARS registrations) numeric (no
special
characters)
Addressl Vendor Mandatory Alphanumeric
Address2 Vendor Optiona Alphanumeric
City Vendor Mandatory Alphanumeric
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FIELD DEFINITION DA DA PIELE)
SOURCE REQUIREMENT TYPE

State Vendor Mandatory Select from list
Country Vendor Mandatory Select from list
Zip Code Vendor Mandatory Alphanumeric
Phone Number Vendor Mandatory Alphanumeric
Fax Number Vendor Optiona Alphanumeric
Email Vendor Mandatory Alphanumeric
Interested in Provides a URL address for Vendor Optiond Sdlect ‘Yes' or
batch the WInS Batch Layouts and ‘No’
submission? supporting notes.
TACOM Army TACOM has aweb Vendor Optional Select ‘Yes' or
WEB EC site for their DVD vendors ‘No’
direct vendor | that feeds the batch MOCAS
delivery user? | commercia invoice data

directly to WInS

The Continue and Go Back Buttons

Go Back

(copack|

The Continue Button directs you to the Vendor CAGE Code/ DUNS Code
Selection Screen (Figure 8, page 16).

The Go Back Button directs you to the DFAS WInS Home Page (Section 2,

page 10).
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Defense Finance and Accounting Service
Web Invoicing System (WInS)

.

f

2
o

Please select the appropriate link below to your enter additional CAGE Codes and/or DUNS Codes

Click here to enter additional CAGE Codes

Click here to enter additional DUNS Codes

Figure8: Vendor CAGE Code/ DUNS Code Selection Screen

Thefirst option, Click here to Enter CAGE Codes, directsyou to the Vendor CAGE Code
Registration Screen (Figure 9, page 17). Additional CAGE Codes may be entered from this screen
as hecessary.

The second option, Click hereto Enter DUNS Codes, directs you to the Vendor DUNS Code

Registration Screen (Figure 10, page 17). Additional DUNS Codes may be entered from this
screen as necessary.

The Submit Button

EMIS  TheSubmit Button submits the New Account Request to DFAS WInS for
MOCAS, SAMMS, CAPS, IAPS, and/or DISMS only requests. If the New
Account Request contains a STARS Payment System access request, the
Continue Button directs the user to the STARS Contract Data Screen (See the
STARS manual for amore detailed explanation of this).
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YENDOR CAGE CODES
CageCode I
Chor | o |

Cage Code | Status | Delete ‘

1ROTO | New | Delete ‘

Figure9: Vendor CAGE Code Registration Screen

The CAGE Code Add, Clear, and Go Back Buttons

The Add Button adds the CAGE Codeto the initial registration.

The Clear Button clears datafrom the CAGE Code datafield before it has
been submitted to the Vendor Information.

The Go Back Button returns you to the Vendor CAGE Code / DUNS Code
Selection Screen (Figure 8, page 16) where you can submit the New Account
Request.

The Delete hyperlink allows an individual CAGE Code line item to be deleted. At least one Active
CAGE Code must remain on the CAGE Code Registration Screen before deleting other CAGE
Codes. (CAGE Code status of “ New” will changeto “ Active’ by the system)

VENDOR DUNS CODES

Duns Code I
Phaa| G Lot

DUNS Code | Status | Delete/UnDelete ‘

123650874 | New | Delete ‘

Figure 10: Vendor DUNS Code Registration Screen
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The DUNS Code Add, Clear, and Go Back Buttons
| Add | The Add Button adds the DUNS Code to theinitial registration.

| Clear | The Clear Button clears data from the DUNS Code data field before it has
been submitted to the Vendor Information.

The Go Back Button returns you to the Vendor CAGE Code / DUNS Code
Selection Screen (Figure 8, page 16) where you can submit the New Account
Request.

The Delete hyperlink allows an individual DUNS Code lineitem to be deleted. At least one Active
DUNS Code must remain on the DUNS Code Registration Screen before deleting other DUNS
Codes. (DUNS Code status of “ New” will changeto “ Active’ by the system)

ACCOUNT REQUEST

Your account request has been submitted.

Once your account is processed, you will be given your username and password via email

Figure 11: Account Request OK Screen

The OK Button

[ Ok | The OK Button directs you to the DFAS WInS Home Page (Section 2, page 10).

Note: On receipt of ausername and password, and prior to submission of actual invoices and vouchers, test
transactions must be successfully processed. Refer to Section 1, page 1, Overview, Procedures, and Steps 1
and 2, for testing procedures.
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5. WINS INVOICE ENTRY WARNING NOTIFICATION SCREEN

When an invoice, voucher or progress payment request (PPR) has not been successfully submitted
to DFAS WInS (incomplete invoice), the WInS Invoice Entry Notification Warning Screen
appears. This screen, which provides status information directly after logging into the system,
appears only when incomplete invoices, vouchers or progress payment requests are present. This
warning will continue to appear after logging in until you either delete the invoice, voucher, or
progress payment request or complete and submit it to WINnS. See the appropriate Submitted
Commercial Invoices, Vouchers or Request for Progress Payment List Screen(s) for instructions on
deleting or completing incomplete invoices or vouchers. You will also receive thisincomplete
invoice/voucher/PPR information via email as areminder until the invoice, voucher or progress
payment request is completed and successfully submitted to WInS.

WINS Invoice Entry Notification
The following invoices were not completed or could not be processed. Please
resubmit these invoices. An email will also be sent to you to confirm this error,
Listed below 1z the available invoice data from the meomplete mvoices. Ifyou
have any questions please contact the administrator at ecwebadmin@eunter af il

;,@ INCOMPLETE CAPS INVOICES (1)

{These invoices may he modified in the View Log section of the application)

‘Imruice I‘Tumher| Invoice Date ‘Cnntract Iumber |D|a].i1nr|ar5r Order Number
| KLOGOOW  [10/02/2001 02:16 CST | DASCO10100000 | AD3S

Continug |

Figure 12: WInSInvoice Entry Notification Warning Screen

| Continue| Clicking on the Continue Button directs you to the W1nS Payment System
Picklist Screen (Figure 13, page 20).
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6. WINS PAYMENT SYSTEM PICKLIST SCREEN

Oncein WInS, you must select an accessible payment system for entering an invoice, voucher or
progress payment request by clicking on the Payment System Button in the left margin.

Accessible payment systems are color-coded Green. If you have active contracts with a payment
system that is not currently accessible (color-coded Red), you may request access by clicking on the
Vendor Profile Button in the left margin and following the directions for access request.

Defense Finance and Accountling Service
Web Imuicing System (WIns)

jocyy

sSafMMs

B Forest Syeten seceasible
B Foment System s NOT accessible,
TA To regoest socess 1o additional payment systems, click the Vendor Profile Butbon

c_,ﬂ Ps The DF &S payment offhess Listed balow wdmtify the payrent syelemns, which ey ke bmvosced via Wins
t_-_' To activaty the WInS dets entry ecosens for paymend syelame for which your company hae baen granted scoses (coded green), click & pagrment
= eyrstem butbon in the lefl marge, of this screen
-...‘!EE_‘S J MOCAS Payment Sysicm
[Payment Office MName [Paynsent Office  DeDAAC
'3"5:'1_.5 Busier Hill DFAS.CO.JNB  SCI016
2 Melinmpemsan DFAS-CO-THC 501032
Hew Dominion DFAS.COJHF 501018
Southesst DFAS.COJSA  |SC1020
(Capitol DFAS-CO-ISC  SC1034
Chewapeake DF A5 C0-15D 521030
Crulfeoest DFAS.COJWEA SC1024
Gaseway DFAS-CO-TWE  SC1028
[DFRO Wast DFAS.COJWD  SC1002
Santa fima DFAS.CO.JWT SC1006
South Entitleresss DFAS.COLTS HoO338
West Enlsilemants DFASCO-TW HOOE30
name 123456T29012345 || 23anf

Figure 13: WInS Payment System Picklist Screen

If you are uncertain about which payment system pays your invoice, voucher or progress pay ment
request, scroll down the Picklist and review the tabular data for the currently available payment
systems (MOCAS, SAMMS, STARS, CAPS, IAPS, and DISMS) as shown in Figure 13 (above).
Onceyou haveidentified the correct payment system, select the appropriate WInS data entry
screens by clicking on a payment system identified in the left margin of this screen.

MUL{Q The MOCAS, SAMMS, STARS, CAPS, IAPS, and DISMS Buttons
& The MOCAS, SAMMS, STARS, CAPS, |APS, DI SM S Buttons direct you to the
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The Vendor Profile and Exit System Buttons

The Vendor Profile Button directs you to the Vendor Information Screen (
Figure 14, page 22) where you may change your vendor registration
information, this includes changing your company information, your
password, or requesting access to additional DFAS payment systems.

 Vendor
Profile

The Exit System Button directs you to the WInS Home Page (Figure 5, page
10).
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7. VENDOR INFORMATION SCREEN

The Vendor I nformation Screen allows you to view and modify your vendor information as
maintained by DFASWInS. All datafields may be edited except the username, which is assigned
by the application to be vendor-unique. WInS forwards your vendor profile update to the
appropriate DFAS payment office(s). You will receive a copy of this email message as
confirmation that the change was accepted into your WInS vendor profile, and forwarded to DFAS.
The Account Status column indicates the status of your account for each payment system. You
may request access to additional DFAS payment systems serviced by WInS by clicking on the
appropriate hyperlink in the Account Status column of the desired payment system.

Company: I DFas Wendor

First Hame: IKara_n—

Last Hame: ISEyT
Address 1: [ 1931 Jefferson Davis Hwy
Address 2: | Room 201

City: [Carington |
State/Territony: I T ;l
Country: I United States ;l
Zip: [23212

Phone: lm

Fax: [ ¢703y é02-5537 |

Email: | seyfordidimdfas rmil

Interested in batch submission? IYES 'I
TACOM WEEB_EC direct vendor delivery user? Mo =
USERNAME: tecolote

PASSWORD: I""“"""‘““
CONFIRM PASSWORD: I’““‘"‘““"’“

Click here to view'edit your system Cage codes
Click here to view/edit your system Duns codes

Click here to view'edit your STARS contract and invoice certification information

| System |Payrnent Offices |Acc|:|unt Status
|MOCAS | Offices |You hawve access
|SA1\.‘D«ES | Offices |You hawve access
|STARS* | Offices |You hawve access
|@* | Offices |You hawve access
|CAPS* | Offices |You hawe access
|DISMS* | offices |You hawe access

* Please click link in System colummn abhove to view your access to individual modules.

[ updste | meset | o Back ]

Figure 14: Vendor I nformation Screen
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Vendor Information Screen Field Definitions

Table 5 (page 23) lists the data dictionary for each field on the Vendor Infor mation Screen.
Mandatory fields must be completed, optional fields may be completed at your discretion, and

conditional fields must only be completed if your contract requires the information; otherwise, those

fields are treated as optional.

TABLE 5: VENDOR INFORMATION SCREEN FIELD DEFINITIONS

L DT e | R e | e
Company Vendor Mandatory Alphanumeric
First Name Vendor Mandatory Alphanumeric
Last Name Vendor Mandatory Alphanumeric
Addressl Vendor Mandatory Alphanumeric
Address2 Vendor Optiond Alphanumeric
City Vendor Mandatory Alphanumeric
Country Vendor Mandatory Alphanumeric
State Vendor Mandatory Alphanumeric
Zip Vendor Mandatory Alphanumeric
Phone Vendor Mandatory Alphanumeric
Fax Vendor Optiona Alphanumeric
Email Vendor Mandatory Alphanumeric
Interested in Vendor Optiona Sdlect ‘Yes' or
batch ‘No’ from list
submission?

TACOM Vendor Optional Select ‘Yes' or
WEB EC ‘No’ from list

direct vendor

delivery user?

Username WInS Generated Vendor Mandatory Alphanumeric
Password Vendor Mandatory Alphanumeric
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FIELD DEFINITION AU AU ~leLo
SOURCE REQUIREMENT TYPE
Confirm Vendor Mandatory Alphanumeric
Password
The Update, Reset, and Go Back Buttons
After you modify any vendor information, the Update Button saves the new

information. If CAGE Codeinformation has been changed, see the note at the
bottom of the Vendor I nformation Screen, which directs you to the Vendor
CAGE Code Screen (Figure 9, page 17). If DUNS Code information has been
changed, see the note at the bottom of the Vendor I nformation Screen
(Figure 14, page 22), which directs you to the Vendor DUNS Code Registration
Screen (Figure 10, page 17). When requesting additional accessto STARS, a
DUNS must be entered before clicking the Update Button.

=3 The Reset Button clears any vendor-entered changes that have not yet been
submitted via the Update Button, and restores the original information.

The Go Back Button directs you to the WInS Payment System Picklist Screen
(Figure 13, page 20).

View/Edit Links

Clicking on the “ here’ hyperlink in “ Click here to view/edit your system CAGE Codes’ will take
you to Figure 9: Vendor CAGE Code Registration Screen, but with added options. You can add
CAGE Codesin the same way as described below Figure 9 (page 17), or you may delete an
existing code by clicking Delete, and then clicking on the Button.

Clicking on the “ here’ hyperlink in “ Click here to view/edit your system DUNS Codes’ will take
you to Figure 10: Vendor DUNS Code Registration Screen, but with added options. You can add
DUNS Codes in the same way as described below Figure 10 (page 17), or you may delete an
existing code by clicking on Delete, and then clicking on the Button.

Once information on the Vendor Information Screen has been updated, the Vendor Information
Update Submission OK Screen, shown below, appears as verification.
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Your prefile has heen updaied

Figure 15: Vendor Information Update Submission OK Screen

The OK Button

3 The OK Buitton returns you to the W1nS Payment System Picklist Screen (Figure 13,
page 20).

Additional Payment System Access Requests

You may also request access to additional DFAS payment systems serviced by WInS by clicking on
the“ Request Access’ hyperlink in the Account Status column on the Vendor I nformation
Screen (Figure 14, page 22). DO NOT request access to additional payment systems viathe New
Account Request Form (Figure 7, page 13).

25



8. CAPS INVOICE HEADER SCREEN

The CAPS Invoice Header Screen is used to manually enter general and summary information
concerning a particular invoice. By selectinga DUNS Number or CAGE Code, which is associated
with a certain vendor profile and populated in adrop down list, the Contract and Delivery order
drop down list is populated. By selecting a Contract and Delivery order number selection, the
following fields are populated: Contract Number, Payment Office, and Delivery Order No. These
fields cannot be manually edited. The rest of the data fields should be filled in according to their
respective datafield definitions.

Invoice Header

Select DUNS Mumber or Cage Code to populate 'Contract NMumber' picklist Select Contract to proceed with
inwoice data entry. Return to Vendor Profile to add DU Number or CAGE Code if missing from lists.

DUUHE Humber CAGE Code Contract Mumber and Delivery Order®
| =l OR [iroTe =] [bABTS19300002 1063 +]

- * If contract for which you are invoicing 18 not on this st | please contact the Payment Office on your Contract .

;ﬁiﬁi DABTS19300002 Delivery Order No, {063
gﬁeﬁt [LAWTON/FT, SILL (HQO300]
; BPA - Invoice Date® : :
* *
Inveice Mo. Cal fomidd) Freight Charges Invoice Total
| KLOGooOL | |2001-10-03 | | z41188

¥ indicates reguired fislds.

| Discount Percent ‘ Discount Due Days | Dizcount Het Days
B & | —
EEmETEE = | —
T = | —

coninue [ et | o

Figure 16: CAPSInvoice Header Screen
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CAPS Invoice Header Screen Field Definitions

The data dictionary for each field on the CAPS Invoice Header Screen is shown in Table 6.
Mandatory fields must be completed, Optional fields may be completed at the discretion of the user,
and Conditional fields must only be completed if the user’ s contract specifically requires the
information, otherwise those fields are treated as optional.

TABLE 6: CAPSINVOICE HEADER SCREEN FIELD DEFINITIONS

FIELD DEFINITION DATA DATA FIELD TYPE
SOURCE REQUIREMENT
DUNS DUNS Number Vendor Conditional Select from list
NUMBER
CAGE CODE CAGE Code Vendor Conditional Select from list
CONTRACT Contract Number and Delivery Order Contract Mandatory Select from list
NUMBER AND
DELIVERY
ORDER
CONTRACT Display of previously selected contract | Contract Mandatory Prepopulated
NUMBER number Number and
Delivery
Order
selection
DELIVERY Display of previously selected delivery | Contract Mandatory Prepopulated
ORDER NO. Order number Number and
Delivery
Order
selection
PAYMENT Payment office associated with DUNS, | Contract Mandatory Prepopulated
OFFICE CAGE, Contract, and Delivery Order Data
selections
INVOICE NO. Vendor's invoice number Vendor Mandatory 22 Character
alphanumeric, and
hyphen
BPA CALL BPA call Vendor Conditional 1-5 Characters
alphanumeric
INVOICE DATE | Invoicedate Vendor Mandatory Date
YYYYMMDD
FREIGHT Freight Charges Vendor Conditional 15 Characters,
CHARGES Real, 2 decimal
places
INVOICE Invoice Total Vendor Mandatory 15 Characters,
TOTAL Real, 2 decimal
places
DISCOUNT Discount percent Vendor Optional 6 Characters,
PERCENT Real, 0-3 decimal
places
DISCOUNT Discount due days Vendor Optional 3 Characters,
DUEDAYS Integer
DISCOUNT Discount Net Days Vendor Optional 3 Characters,
NET DAYS Integer
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The Continue, Clear, and Help Buttons

m The Continue Button directs you to the CAPS I nvoice Details Screen (Figure 17,

page 29).
| Clear | The Clear Button clears/deletes all existing entries on the screen.
| Help | The Help Button opens the online user help tool for the screen.

The View Log and Exit System Buttons

The View L og Button directs you to the CAPS View L og (Section 11, page 32) to
view, edit, or print previously submitted invoices.

The Exit System Button exits you from the CAPS entry screen and directs you to
the WInS Payment System Picklist Screen (Section 6, page 20).
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9. CAPS INVOICE DETAILS SCREEN

The CAPSInvoice Details Screen is used to enter line item information for the invoice.

The CAPS Invoice Details Screen is depicted below in Figure 17. Header information carried over
from the CAPS Invoice Header Screen assists the user by identifying the invoice number, Invoice
total, and Freight total. Aslineitems are added, the line total is dynamically calculated by summing
the subtotals of each line (unit cost * quantity + freight charge) and displayed in read-only format
on the detail screen. Data should be added according to each field’ s data definition.

Invoice Details
CLINYSLIT Quantity T Code Or Enter Here ™ TTnit Cost Freight Cost
' |[EachEA) =] | [11.850000 |
Comce | cear | e
Tnwvoice Mumber: Freight Total: Tnwoice Total:
ELOGO001 (from Header) AL (from Header) Bl
QTY UM UNIT COST FREIGHT COST SUB TOTAL DELETE
200 E& $4,200.00 oo $2,400.00 Qf:i
10 EA $1188 oo $11.85 Qf:i
Calculated Totals: $0.00 $8,411.88

Figure 17: CAPSInvoice Detail Screen

CAPS Invoice Details Screen Field Definitions

The data dictionary for each field on the CAPS I nvoice Details Screen islisted below in Table 7.
Mandatory fields must be completed, and optional fields may be completed at the discretion of the
user.

TABLE 7: CAPSINVOICE DETAILSSCREEN FIELD DEFINITIONS

Field Definition Data Data Field Type
Source | Requirement

CLIN/SLIN Contract Line Item Number, Contract Mandatory 4 characters, XXXX;
Supplemental Line Item Number or 6 characters:
NNNNAA, or
NNNNNN where N=
numeric, A = apha,
and X =
alphanumeric. No
letter 'I' or letter 'O’

QUANTITY Quantity being billed Vendor Mandatory 10 character numeric,
real, 2 decimal places
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U/M CODE

Unit of Measure Code Contract Mandatory Select from list or
enter two digit alpha
in text box

UNIT COST

Cost of one unit Contract Mandatory 17 character numeric,
0-6 decimal places

FREIGHT COST

Cost of freight charges Contract Mandatory 15 character numeric,
2 decimal places

The More Products, Add, Clear, Help, and Edit Header Buttons

Edit Header

After lineitem information is entered into the data fields, the Add Button inserts the
data on the data display matrix and resets the datafields.

The Clear Button clears/deletes all existing entries on the screen.

The Help Button opens the online user help tool for the screen.

The Edit Header Button directs you to the CAPS View/M odify I nvoice Header
Screen (Section 13, page 39).

To delete aline item, click the corresponding delete icon for the line item you wish to delete. To
submit an invoice, you must have entered at least one line item. Therefore, you will not be
permitted to delete the final lineitem (An X will be in the delete column). If you would like to
delete the final lineitem, you must first add anew lineitem. Then, you will be permitted to delete
the desired line item.

The Submit Invoice and Cancel Invoice Buttons

Submit
Invoice

Cancel
Invoice

The Submit I nvoice Button submits the invoice to DFAS and directs the user
to the CAPS I nvoice Submission Confirmation Screen (Section 10, page
31).

The Cancel I nvoice Button cancels the active invoice prior to submission to
DFASWInS.




10. CAPS INVOICE SUBMISSION CONFIRMATION SCREEN

Once invoice information on both the CAPS I nvoice Header Screen and the CAPS Invoice Detail
Screen has been entered and verified as correct, the invoice is submitted to the DFAS WInS by
clicking on the Submit I nvoice Button on the CAPS Invoice Detail Screen (Section 9, page 29).
Upon submittal, the CAPS I nvoice Submission Confirmation Screen, shown below, appears as

verification.

Invoice Number KLOG0O001
with Contract Number DABTS5193D0002
and Delivery Order Number 1063
has been submitted successfully.

Figure 18: CAPSInvoice Submission Confirmation Screen

The OK Button

[ Ok | The OK Button directs you to the CAPS I nvoice Header Screen (Section 8, page
26).
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11. CAPS VIEW LOG

The CAPS View L og Screen allows auser to view alist of all invoices that have been submitted to
the DFAS payment system since the last DFAS archiving. DFAS will keep invoices available for a
minimum of 120 days from submission. Submitted invoice data may be viewed and printed for all
commercial invoices on thelist by clicking on the individual Invoice Number, and following the
printing instructions contained in anote to section 12 on page 37. The CAPSView Log Screen
(Figure 19, below) also provides options for deleting invoices, completing and submitting
incomplete invoices, and for correcting errors on previously submitted invoices, then allowing re-
submission.

Theinvoice Date/Time is assigned when the invoice is successfully submitted to DFAS WInS,
whether it is an original invoice or are-submitted invoice.

VIEW INVOICES

Sort Order: © Ascending @ Descending Total Invoices: 22 YPIS

v Gomaat

Clear Locked Records View the LOG LEGEND | ¥ ordor Fay Inquiry System (VPIS)

Search by Invoice umber: I m m m m

Page 1/1, Inwoices 1-22

I | BtatusEdit Tesﬁng! Invoice Ma. Contract Mo, Date Trans. Transaction Status Delete
{ Production
X ﬁ Edit| Production ELOG0001 DABTS5193D0002 2001-10-03 02:42:20 Wilaiting \li
g @ Edit| Production KLOGOIZE DaBTS19500001 [2001-09-04 04:27:02 Waiting X
@ Edit| Production ELOGO0YY D& AGAODLFO0OL | 2001-09.02 13:17:22 Watting X
5 @M Produstion KLOGONXE SPO20000A5253 (2001-08-20 16:11:56 Waiting X
AtatusEdit Testmg;‘ Itrvoice Mo, Contract Mo. Date Trans. Tratnzaction Status Delete
x Froduction
@M Production KLOGO0WY SPOZ20099A9304 |2001-08-12 020324 Wi aititig X
@Ed&t Production KLOG0033 DABTS195D0007 | 2001-03-06 10:23:48)  Rejected ¥
%llidit Production KLOGOOTT DABT319602704{2001-07-05 06:29:32 Accepted ¥ ‘
|l1l = I ) ..
24 it | Production KLOco0Uy DABT319500029 |2001-06-18 23:15:19 Waiting X ‘
? Edit| Production KLocoovy D&SC0101D0000 |2001-06-11 07:02:37 Wilaititg \li

Figure 19: CAPSView Log
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The CAPS Invoice View Log has two components:

A View Log Invoice Matrix which displays status information on each submitted invoice and,
A View Log Data Sorting Box that allows the user to quickly find a specific invoice for editing,
reviewing, or printing.

View Log Data Sorting

Thetopmost box in the CAPS Invoice View L og provides several functions to assist the user in
isolating a specific invoice for viewing, editing, or printing. The invoice records default to sort in
descending order by invoice date, meaning the most current invoices appear at the beginning of the
View L og, followed by older invoices. The View Log Data Sort Box allows the user to switch the
display order to ascending so the oldest invoices are displayed first, then back to descending invoice
order. Finaly, the user may enter an invoice number in the Sear ch by I nvoice No. data entry box
and then click on the Find Button, or hit the Enter Key on the PC’s keyboard and WInS will
display the requested record(s).

Vendor Pay Inquiry System (VPIS)

TheVendor Pay Inquiry System (VPIS) is an application developed for the convenience of
contractors doing business with the Department of Defense (DoD). It provides information on
invoices submitted against DoD contracts that the Defense Finance and Accounting Serviceis
responsible for paying. VPIS consolidates the data obtained from DFAS Centers and Operating
Locations into one central repository which contains all open contracts, plus any payments made
within the last 90 days. VPIS contains data from all DFAS paying locations, RAFO Korea, and
Ramstein AFB. A vendor may use VPISto:

research the status of arecently filed invoice, determine when payment will be issued
determine if something is lacking for payment processing

obtain information associated with a check received

view contract number, invoices covered, interest or freight included in the payment, tax /
discount withheld

= obtain the same background information for an electronic funds transfer (EFT) payment.

The user may view information about VPIS by clicking the | nfor mation Button. To go to the VPIS
website at http://www.dfas.mil/money/vendor, click the GO Button.

View Log Invoice Matrix

The bottom portion of the CAPSView Log isaView Log Invoice Matrix that displays arecord of
each invoice the user has submitted since the last DFAS archiving. This matrix posts 50 records for
display at atime, and is defaulted to show the most current invoices (descending order) first. You
may view these 50 records by using the right scroll bar. There are several methods for reviewing
records that do not appear in thefirst 50. First, you may click on the Next 50 Button above the
Matrix, and records 51 through 100 will appear. The user can continue to click Next 50 (101 —
150) or Previous 50 (1 — 50) to scroll up or down the list of total records. Secondly, the user can
select Ascending sort order and the 50 oldest invoices will be displayed, with the same
Next/Previous 50 options.
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The* Clean your invoicelist” link is used to push invoices through to WInS if they display aLock
Icon in the Status Column. See below for more information on the Icons that may be displayed in
theView Log I nvoice Matrix Status Column. The“ View the LOG LEGEND” describesthe
Icons used in the View Log Invoice Matrix Status Column.

Status Column
The Status Column of the View Log Invoice Matrix provides important invoice tracking
information.

TheView Log L egend, (Figure 20, below) depicts the Status Column Icons, and is accessed by
clickingthe” View the LOG LEGEND” .

View Log Legend

[orvoices ate first submitted to Wing, then extracted from WInd and forwarded to the CAPS Payment
Aystem

[ovoice is cutrently being entered by another user OF encountered erfors duting user entry
and could not be submitted. To complete or cancel the invodee click on the 'Clear Locked
Records' link it your viewlog.

[trvoice encountered etrors during user entry OR is currently being entered by another user.

This invoice is not submitted.

[ovoice has been submitted but has not yet been exdtracted and forwarded to the Payment
Systetn.

[trvoice has been re-subtdtted but has not yet been re-extracted and forwarded to the Payment
Swstem. Because this invoice was previously extracted, it may not be deleted.

Itrvoice has been extracted and ta watting to be forwarded to the Payment Syetem.

[tvoice was unable to be forwarded to the Payment System. The invoice may cotitain invalid
data. Please check the data and re-subsmit the invoice.

[tvroice was successfully forwarded to the Payment System.

Vi
#
i
@
&

Itrvoiee was tejected. Please review the advice on the Invoice Repott.

[trvolee was accepted.

Note: Click on an Invoice Humber to view the Invoice Report.

Figure 20: CAPSLog LegendCAPSLog L egend



There are severa symbols that may appear in the Status Column. Each is described below.

The Red ? | con indicates the invoice was not completed or could be being edited by

? another user and has not been recelved into DFAS WInS for processing. This scenario
occurs when the user has completed at least the CAPS Invoice Header Screen (Section
8, page 26) and hit the Continue or Update Button and then lost Internet connectivity. The Red ?
| con corresponds to the WInS Invoice Entry Notification Warning. In addition to the warning
encountered upon WInS Login, an email with the same information is forwarded to the user. The
user has two options: 1) delete the incomplete invoice by clicking on the trash receptacle option in
the Delete Column, then re-enter the invoice completely, or 2) click on the* Edit” in the Edit
Column for that invoice, complete the invoice and click on the Submit I nvoice Button to submit to
DFASWInS. Option 2is preferable, asit requires less user data entry.

submission, the Invoice Date and Time are captured in the Date Transmitted Column of
the datadisplay. Until theinvoice is extracted, the submitted invoice may be deleted
(trash receptacle in Delete Column). Successfully submitted invoices may be edited at any time
beforeit is extracted by clicking on the “ Edit” in the Edit Column, updating the file and then re-
submiting the modified invoice.

/ The Pencil | con indicates a submission of the invoiceto DFAS WInS. With successful

The Three Papersand an Hour glass | con indicates that the invoice has been extracted
@ and is waliting to be forwarded to the CAPS payment system.

The Paper and Pencil 1 con indicates that a previously submitted invoice has been edited
and re-submitted to WInS. These invoices may not be deleted. The new submission date
is posted to the Date Transmitted Column.

The L ock I con indicates that another user may be entering data for thisinvoice, or a
processing error has occurred. This invoice has NOT been successfully submitted to
DFASWInS. If the invoice data appears correct when viewed by clicking the invoice
number in the Invoice Number Column, then clicking on the Clean your invoice list
message should push the locked invoice to DFAS WInS and change the L ock | con to either a
Pencil | con indicating a successful submission or a? Icon, indicating an incomplete invoice. If this
does not clear the L ock 1 con, then delete the invoice (click on Waste receptacle Icon in the Delete
Column), re-enter, and submit the invoice.

The Checked Paper | con indicates that the invoice was successfully forwarded to the
CAPS Payment System.

The Money | con indicates that the invoice has been accepted into the CAPS Payment
m System and payment is being issued.




the CAPS payment system. The Date/Time of rgection is shown in the Date Transmitted
column. To edit the rgjected invoice, click on the* Edit” in the Edit Column for that
invoice, update the incorrect information, and submit the invoice back to DFAS WInS.

@ The‘Failed’ Paper |con indicates that the invoice was rejected before being entered into

The‘Failed” Money icon indicates that the invoice has been rejected. Information as to
why the invoice was rejected will be listed for review on the Invoice Report.

Edit Column

Invoices with an “ Edit” displayed in the Edit Column may be edited and re-submitted. Clicking on
the“ Edit” directsthe user to the CAPS View/M odify I nvoice Header Screen (Section 13, page
39).

Invoice No. Column

Clicking on the Invoice Number for any row directs the user to the CAPS Submitted I nvoice
Details Screen (Section 12, page 37) which displays the invoice data entered by the user. Thisis
your archive record and should be printed and retained with your billing records

Date Column

As described in the Status Column section above, the date in the Date Column is initially the
invoice submission date (associated with the Pencil, Pencil/Paper, or Paper |cons). When the
invoice has been processed by a payment clerk, the invoice date is replace with the processed date
(associated with either the M oney or Lightning I cons). If an invoiceis edited and re-submitted,
the cycle begins again. The processed date is overwritten by the new invoice date and eventually
thisis overwritten by a new processed date.

Delete Column

Any invoice that has not been processed or has been processed and rejected can be deleted (Pencil
Icons, Red ? Icon, ‘Failed’ Paper, or ‘Failed” Money) may be deleted.

The Help and Go Back Buttons

| Help | The Help Button displays on-line help messages for CAPS Invoice Screens.
The Go Back Button directs the user to the CAPS I nvoice Header Screen

(Figure 16, page 26).
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12. CAPS SUBMITTED INVOICE DETAILS SCREEN

The CAPS Submitted | nvoice Details Screen displays header and line item information for an
invoice submitted to DFAS. The invoice may be printed for the vendor’ s archive record. (Seethe
Note regarding printing instructions below.) Each invoice must be individually selected from the
CAPS View Log (Section 11, page 32) for archive printing.

|Sulrmission Date /Time Stamp |200 1710403 08:42:20 AW CET
Company Info
Company Mame DFAS VENDOR POC Name FKARAN SEYFORD
POC Phone (703} 607-2776 POCEmail kseyford@dfas il |
Transaction Status
| Awaiting extraction to he forwarded to DFAS Payment System |
Header
CAGE Code IRQTS Contract Number [ARTS]10300002
Delivery Order o 1063 Payment Office HQO300-LAWTORNFT SILL
Invoice No. KL.oGo0o1 BPA Call
Invoice Date 2001510003 Freighi Charges $ 0.00
Invoice Toral $8411.88
Discount Percent Discount Due Days Discount Wet Days
1000 25 1]
0.500 10 0
0.250 5 0
Details
CLIN /SLIN 5312 Quantity 2.00
U /M Code EA Unit Cost A4200.00000
Freight Cost 0.00 Line T otal 240000000
CLIN /SLIN 5313 Quantity 1.00
UM Code EA Unit Cost 11. 88000
Freight Cost 0.00 Line T otal 11.88000
Calculated Line Calculated Invoice
Freight Total £ 0.00 T oral F8411.88
Chck here to Eeturn

Figure 21: CAPS Submitted I nvoice Details Screen
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Click hereto Return the user to the CAPS View L og.

Note: To print acopy of theinvoice, click “ File’ on the Internet browser menu bar and select “ Print.” Select
the* FileMenu”, then the“ Print Sub-menu”, then click “ OK” .




13. CAPS VIEW/MODIFY INVOICE HEADER SCREEN

The CAPS View/M odify Invoice Header Screen is used to view or modify a particular CAPS
invoice.

Invoice Header

Select DTURTS Mumber or Cage Code to populate 'Contract Number' picklist Select Contract to proceed with
mvoice data entry Return to Vendor Profile to add DUNE Number or CAGE Code f missing from lists.

DUNSE MNumber CAGE Code Contract Mumber and Delivery Order®
| ~] ok | IRQTY ] |DABT5193DDEII32 1063 |

| * IF contract for which you are mvoicmg 15 not on this list | please contact the Payment Office on your Contract |

Contract B 5300003 Delivery Order No, [T063

Mumber*

Payment [CEWTONFT SILL (HQ0300)

Office®
; BPA - Tnwoice Date® ; :
* *
Inwoice No. cal gl Freight Charges Tnwoice Total
[gLoGooo1 | [2001-10-03 | {2411 .85
* indicates required fislds,
| Discount Percent ‘ Duscount Due Days ‘ Discount Net Days
| 1000 | ¥ | [
| (0500 | B | .
| 0,250 | s | .

pare | e | v |

Click here to cancel the editing of this inveice

Figure 22: CAPS View/Modify Invoice Header Screen
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CAPS Invoice Header Field Definitions

The data dictionary for each field on the CAPS Invoice Header Screen is defined in Table 6 on
page 27. Mandatory fields must be completed, Optional fields may be completed at the discretion
of the user, and Conditional fields must only be completed if the user’ s contract specificaly
requires the information, otherwise those fields are treated as optional.

The Update, Clear, and Help Buttons

The Update Button directs you to the CAPS I nvoice Details Screen (Section 9,
page 20). Clicking the Update Button eliminates the option of canceling the Edit.

| Clear | The Clear Button clears/deletes all existing entries on the screen.

| Help | The Help Button opens the online user help tool for the screen.

Click here to cancel the editing of thisinvoice returns the user to the CAPS View L og (Section
11, page 32) with the invoice unchanged.



